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Abstract: most recently mandated curriculum has re-emphasized that becoming a course designer is a 
requirement for a pedagogically competent teacher. At university level, especially for ESP teachers, this specific 
requirement has become more challenging as they should be able to incorporate, into their plans, the needs of the 
students as well as demands coming from the institutions that have been developed in accordance with the 
Indonesian Qualification Framework (as stated in the university’s curriculum and the program’s learning 
outcomes) and society (users of the graduates). On the bases of data gained through needs analysis, this research-
based articledemonstrates howthe selection of materials, teaching and learning activities, and evaluation are 
developed. Using a set of questionnaires to collect data from a total population of 62 third semester students of 
Office Management Education Study Program, this study identifies the students’ lack of background knowledge 
related to English correspondence;theirlow interest, motivation and confidence in learning English; their
preference in learning particular materials; how they want to learn the materials; and how they want to be 
assessed to measure their learning achievement.
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Introduction
The enactment of Curriculum 2013 has re-brought to fore to teachers’ attention that to design their own 
course is a significant role that they should perform as part of their professional routines.For ESP teachers, 
especially at university level, designing their English course has been a necessary, but it never becomes an easy 
task. Although designing a course is commonly carried out through needs analysis, to do needs analysis itself has 
with it layers of consideration to make. Take for examples Brown’s (1995) and Richard’s (2002) explication on 
needs analysis. They say that needs analysts’ should consider many aspects in conducting need analysis, 
including (1) the people to be involved in the needs analysis, (2) the types of information that should be 
gathered, (3) the points of view that should be taken, (4) the types of questions to ask, (5) the types of 
instruments to use, and (6) the procedures to select and to create. Moreover, they also emphasize the importance 
of doing situation analysis along with needs analysis. On this, Richards (2002) says that needs analysts’ should 
analyse the societal factors, the institutional factors, the teacher’s factors, and the learners’ factors. Although 
there are many aspects and considerations to take into account to in doing needs analysis, to do needs analysis is 
important because it provides the teachers, the needs’ analysts, and anyone who are interested in course 
designing with valuable information that would guide them in designing an effective course. In the case of 
teachers as course designers, needs analysis would be the first step for them to realize a quality education for 
their students and accomplish the general goals of education as mandated in Curriculum 2013. 
Therefore, with the intention to improve the quality of instructions to the students of Office 
management Education Study Program, specifically on English Correspondence, a needs analysis was conducted 
together with situational analysis. This specific subject matter was chosen as it is one of the basic competences 
that the graduates of the program should have.
Methods
In order to get a holistic picture of the students’ needs, the study was conducted through a survey 
research method. Data were collected by way of administering a set of questionnaires to a total population 
consisting of 62 third semester students of Office Management Education Study Program—they are the future 
students of the English Correspondence class. The questionnaires weredesigned to enquire information related to 
the students’ background, their prior knowledge related to English Correspondence, their attitude towards 
learning English in general and learning English Correspondence, their preferences with regards to what 
materials to learn, how to learn the materials, and how to assess their learning. Data collected through this 
instrument were analysed using descriptive statistics in the form of frequency.
Findings and Discussion
Situation Analysis
There are four major findings with regards to situation analysis that was conducted in this study. First,
related to its status in the curriculum, English Correspondence is one of core subjects (Mata KuliahKeahlian, 
MKK) at the Office Management Education Economics and Business Education at Indonesia University of 
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Education. This course is given to the fourth semester students at the program.  As a subject, English 
Correspondence is basically an English for Specific Purposes (ESP)-based course, because it serves very specific 
purposes (Paltridge and Starfield, 2013). As stipulated in the curriculum, this subject should contribute to 
students’ competence in their specific field of study, in this case is Office Management Education
(KurikulumUniversitasPendidikan Indonesia, 2011). Second, referring to the program’s learning outcomes that 
are set based on the Indonesian Qualification Framework, English correspondence is designed to contribute to 
the graduates’ major competences especially in four areas of competences. These competences include the 
ability to master basic knowledge and education of office management, the ability to do office activities 
according to the system and procedure effectively and efficiently, the ability to use technology in office 
management, and the ability to communicate effectively to provide good service (Deskripsi KKNI, Profil, 
danKompetensiLuaran Prodi PendidikanManajemenPerkantoran, 2013). 
Third, referring to the result of tracer study conducted by the study program in 2011, the study shows 
that 70% of the graduates work as teachers of Vocational High School (SMK), and the other 30% works at 
different companies—either at government or private companies (Santoso, et al., 2011). Many graduates who 
teach at Vocational High Schools mentioned that teaching Correspondence course (both Indonesian and English) 
is one of the courses that is assigned to them.   This implies that English Correspondence course should facilitate 
the students with sufficient knowledge and provide good model of teaching so that the students can apply it in 
their future teaching context.  Fourth, the students have learned Indonesian Correspondence course at the 
second semester. However, the nature of Indonesian and English Correspondence course is different. Indonesian 
Correspondence course focuses on teaching some general knowledge and skills in writing letters for office 
purposes. Meanwhile, English Correspondence course is directed by the program study to provide the students 
with knowledge and skills in writing letters for business purposes. 
Needs Analysis
Concerning the students’ academic background, it is found that there are 52 students out of 62 who are 
graduated from Senior High Schools (SMA), while the rest are from Vocational  High Schools (SMK) majoring 
in Office Administration (eight students), Accounting (one student), and Multimedia (one student). The results of 
data analysis also show that there are only 9 out of 62 students who had ever taken English course. These data 
imply that most of the students have little background knowledge related to English Correspondence, as in 
general it is introduced at Vocational High Schools for those majoring in Office Administration. The data also 
indicate that the students may have low interest, motivation, and confidence in learning English. These are 
confirmed by following sets of data descriptions.
Table 1. Attitudes towards learning English and English Correspondence
No. Statements Range of responses
Strongly 
Agree
Strongly 
Disagree
(Frequency)
1. I like learning English - 9 50 3 -
2. Learning English is important for me 49 13 - - -
3. Learning English is easy - 4 56 2 -
4. I have good academic achievement in English - 6 35 14 7
5. English Correspondence is important for my daily life 5 48 9 - -
6. Learning English correspondence is important for my academic achievement  
45 17 - - -
7. Learning English correspondence is important for my future career 
42 15 5 - -
8. I believe I can study English correspondence well 11 24 27 - -
9. I can speak and express my opinion in English easily - 2 8 29 23
10. I can easily write in English - 16 37 8 1
11. I like writing letters in English - 9 49 4
12. I start learning writing letter in English (English correspondence) when I was in Senior High School 
- - 9 53 -
Based on the result of data analyses above, it is safe to say that although most of  the students strongly 
agree that learning English is important for them (49)—for their academic achievement (45) and for their future 
career (42)—and agree that it is important for their daily life (48), most of them also state that  they are less 
150
st
The 61  TEFLIN International Conference, UNS Solo 2014 
interested in learning English (50), that English is not easy to learn (56), that it is not easy to get good 
achievement in English (35), and that it is not easy for them to speak and express their opinion in English (29). 
With regards to writing skills and English Correspondence, the students assert that writing in English is not easy 
(37), most of them do not like writing letters in English (49), few of them believe that they can study English 
Correspondence well (27), and most of them did not learn it when they were in Senior High School (53). These 
sets of data imply that English Correspondence should be designed to develop students’ positive attitude towards 
English—to improve their interest, motivation, and confidence in learning English, especially English 
Correspondence—along with developing their knowledge and skills.
Regardless their low interest, motivation, and confidence in learning English, the students state that they 
like learning English from printed materials (52), materials presented on the board (46), the internet (36), 
multimedia (13), pictures (7) and song (5).  The students state that they like learning English by way of listening 
to the lecture (52), role-playing (48), having discussion (43), doing presentation (38), and playing games (10). 
They say that they like doing the activities in pairs (57), in small groups (47), and individually (30). The students 
prefer daily activities (37), group activities (35), practice tests (29), individual assignments (25), and multiple 
test (15) as the bases for assessing their achievement. Additionally, they state that they feel satisfied 
academically when they can do the test well (48) and when their assignments are corrected and commented by 
the lecturer (33). 
With regard to the materials the students prefer to learn, the majority of the students prefer to learn ways 
of writingsuccessful business letters(54), the elements of business letters (51), miscellaneous elements of 
business letters (51), letter formats (51), reasons for writing business letters (49), business presentation (45), 
making order letter (45), responding to order letter (45), business catalogue (43), making enquiries (42), reply to 
enquiries (42), writing job application letter (42), making complaint letter (42), responding to complaint letter 
(42), and defining business letters (42). 
Based on the analyses elaborated above, it is justifiable to say that English Correspondence should be 
designed to introduce some basic knowledge, skills and positive attitudes that would enable the students to 
communicate effectively and efficiently by writing business letters that are necessary for their future career. It 
should specifically teaches the students theories of writing effective business letters in the first half semester
(covering defining business letters; reasons for writing business letters; ways to successful business letters; the 
elements of business letters; miscellaneous elements of business letters; letter formats; and business catalogue)
and some practical skills in the second half semester to write enquiry letters, respond to enquiry letter, order 
letters, respond to order letters; making complaint letter; and responding to complaint letter. Each teaching and 
learning activity should cover at least three chunks of experience (knowledge, skills, and attitudes). Moreover,
this course should seek to develop students’ positive attitude towards English Correspondence by providing the 
materials by way of lecturing, discussions, presentations, and role-playing. Students’ achievement should be 
assessed on the bases of their daily activities, mid-term test, and final test. 
More specific on the teaching and learning process, in the first half of the semester, students’ 
presentations could be an appropriate activity. The students should be encouraged to read the materials for 
discussion (both from the teacher’s hand-outs and other sources) before they enter the class. Clarification and 
additional information concerning the topic of discussion should be provided by the teacher after the students’ 
presentation. Afterwards, the students should be required to apply what they have understood about the topic by 
performing analysis on the letters, using some guiding questions provided by the teacher. This activitiesshould
be carried out either in pairs or in groups, depending on the level of difficulty of the activities. The result of this 
activity should be exchanged across different pairs or groups, be assessed accordingly, and discussed. 
In the second half of the semester,group simulation could be an appropriate activity to facilitate the 
students to practice writing business letters. The students should be assigned to simulate themselves in different 
companies, using the name of their group throughout the rest of the sessions. In each of the company, each 
member of the group should be encouraged to play a role, such as the manager of export and import, the 
president of the company, the accounting manager, etc. These roles are important as their name would be 
included in the inside address or the sender name of each business letter that the companies would exchange with 
other companies. Having the students to simulate themselves in different companies exchanging and analysing 
different business letters would (1) facilitate the students with experience of how to write business letters in 
context, (2) provide them with more knowledge and skills of writing effective business letters by identifying 
content and grammatical errors and mistakes that they make during the process of simulation,(3) improve their 
communication ability through writing business letters, and (4) improve their positive attitude toward English 
Correspondence. 
Conclusions and Suggestions
This article has provided an example of how to design a course. It demonstrates(1) how the selection of 
materials, (2) teaching and learning activities, and (3)how evaluation are developed on the bases of data gained 
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through needs analysis, together with situational analysis. This study suggests that teachers should train 
themselves in designing their own course. By designing their own course using data collected from needs and 
situational analysis, not only will the teachers be well informed in making decisions with regards to their daily 
activities as teachers, but it will also support their professional career as teachers who carry out continuous 
research to better serve their students.
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